Accela Citizens Access (ACA) Instruction Modules
Module: Applying for a Permit for Licenses, Signs & Elevatp&gnsLicensing

Step 1¢ Navigate to applicationOnce you have created your account in A@4 log inyou can now apply for
permits, submit applications, and make paymgnt

These instructions pertain to actions for Licenses, Signs & Eleviatons the homepagéttps://aca-
prod.accela.com/shelbycthere are a couple of ways to navigate for applying for licenses. One wagdsaibdown
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ElevatorsThis will take you directly to the applicatictart

LGLEE  Planning & Zoning Applications  Construction Enforcement  Licenses, Signs, & Elevators  Engineering Permits  Mempbhis Fire

Dashboard My Records My Account Advanced Search

Welcome Della Adams Cart ()

You are now logged in Your cart is empty.

What would you like to do today?
To get started, select one of the services listed below:

General Information Planning & Zoning Applications

Lookup Property Information Create an Application
Obtain a Fee Estimate
Search Cases

Construction Enforcement Licenses, Signs, & Elevators

Create an Application Apply for a License, Sign, Elevator
Search Applications Search & Renew Licenses

Schedule an Inspection Schedule an Inspection

Engineering Permits Mempii,. Tiva

Create an Application Create an Application CIICk here to go dlreCtly to
Schedule an Inspection Search Applications ap p I | Ca‘“ on start

Schedule an Inspection
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this section This will take you to a general page where you will need to 2ligl\pply for a License, SigElevatog

Home  Planning & Zoning Applications  Construction Enforcemey Engiglering Permits  Memphis Fire

( Apply for a License, Sign, Elevator jearch & Renew Licenses Schedule an Inspection

Records

The Status field indicates whether the Business License is Active. Click any of the results below to view more

Click here first

g0y limited information

Showing 0-0 of 0

Then click here

Record Number Date Record Type Address Status Al

No records found.



https://aca-prod.accela.com/shelbyco
https://aca-prod.accela.com/shelbyco

Step2 ¢ Start the application procesRead the disclaimer, check thex, y R GénfinGejApplicationé

Search... B

Home Planning & Zoning Applications  Construction Enforcement RELELEEURILLERFACLIEIGICE  Engineering Permits  Memphis Fire

Apply for a License, Sign, Elevator Search & Renew Licenses Schedule an Inspection

Online License Application

Welcome to our Online Licensing System. Using this system you can submit information, pay fees, and track the status of your application all from the convenience of your home or office,
24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

General Disclaimer

While the Agency attempts to keep its Web information accurate and timely, the
Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the A

d corrections.

Click here to continue

) I have read and accepted the above terms.

Continue Application »
\ e

B

Step 3¢ Select License Typdlow you will need to select the type of license to apply for. There will be 3 categories
listed with an arrow that expands to list the subcategoregpand all the armes to see what can be selected. You
can only apply for 1 type of license at a timickdContinue Applicatiom £

Click the arrows to expand the
Home Planning & Zoning Applications  Construction Enforcement [RT ST [ I )
P selections

Then click into the circle beside -
the one you want to select

First select the category of license you are applying#f then choose ogg e listed available license appli pw please
icontact us.

Apply for a License, Sign, Elevator Search & Renew Licenses Schedule an In

Select a License Record Type

search

Then click ContinuApplication

O Sign Permit (Permanent Signs)

P Construction Licenses

Continue Application »




Step 4¢ Add Contacts and Licensed Professional.

If you are applying for this license, use 'Select from Account' option to copy your Contact information from your registration. Be sure to select your Contact information to copy and not any linked contractor licenses
ou might have. Otherwise fill in the informatien for the license applicant.
INote that you can update your contact information (phone number, address) using the Account Management link at the top of the page

Required Contact Type  Minimum
A\ Applicant 1

Select from Account Add New

Showing 0-0 of 0

Contact Type First Name Last Name Business Name ‘Work Phone E-mail Action
No records found.

Licensed Professional List

[To add a new licensed professional, click the Select from Account or Add New button. To edit a licensed professional, click the Edit link. To find a licensed professional, click the Look Up button

Showing 0-0 of 0

License Number License Type Contact Name Business Name Business License # Home Phone Fax Action
No records found.

Adding contacts to the applicationThis applicatiomequires arApplicant and a Billing Contact The Applicant is the
primary contact person fahis record and the Billing Contact is the person to whom bills should be directed for the
annual renewalsThey can be the same person. You can either select contacts already set up for the account as part
of Account Management (covered in another tutdyiar Add New For these instructions we will Add New.

Contact List )
Click Select from Account

This application requires an Application and Billing act. The App Or Add N or this record and the Billing Contact
is the person to whom bills should be directed fo#the annual renewg r ew
Required Contact Type  Minimum
A\ Applicant 1
1 Billing Contact

Select from Account Add New
Showing 0-0 of U

Contact Type First Name Last Name Business Name Work Phone E-mail Action

No records found.

Continue Application »




Select Contact Typ&here are several types of contacts available for this application type. The only one that is
required is theApplicant click Continue

Select Contact Type

Fill in all the contact information with asterisk ndatit. Then clickAdd Contact Addresso include your name in the
list.

Contact Information X

*First: Middle: *Last:

Name of Business:

Home Phone: Work Phone: * Mobile Phone:
*E-mail:

Type of Ownership:

--Select-- A

v Contact Addresses

Add Contact Address

To edit a contact address, click the address link.
Required contact address type(s).Business

Showing 0-0 of 0

Address Type Address Recipient Action

MA rar~rde framnd




Next you willClick theContinuebutton at the bottom of the Pop Ut will take you back to the main application
page You will now need to do the same thing to add a Billing Contact

Once you have finished these stape system will take you back to the main application padjiek theCortinue
Application button.

Step5 ¢ Add Licensed Professional to the applicationhis is a necessary step. You can eifkoet Newor Look Up
and attach an existing license.

Step 1:Contact Information >Contact Information
In this page, fill in information for all contacts related to this application. Make sure the contact information is complete and current.

Licensed Professional: A licensed professional is required in order to issue this permit. Please provide all information for the licensed professionals who will be doing the
proposed work, including subcontractors. If a licensed professional is the applicant, he/she needs to communicate their license information in this section as well.

For all licensed professionals listed here, please make sure that their licenses are not expired

Applicant: This information pertains to the person applying for approval. In thi{ shown on your permit. It is

important that you carefully and accurately communicate that information

Add anew license

A Billing Contact may submit this application on behalf of the Agg

Or Lookup an existing licensé add

*indicates a required field

Licensed Professional List

Showing 0-0 of 0
License Number License Type Contact Name Business Name Business License # Home Phone Fax Action

No records found.

If you clickedAdd New a popup will open to a form to fill outYou will need to select which type (Contractor
Owner Agent) Enter the Professional Licens&u will also need to fiin all the fields with a redsteriskbeside it

Provide License

< )/ Number here
w

Select License Type




